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MDA-ASSOCIATE MANAGER SENIOR, PUBLICATIONS AND ADVERTISING 

 
 

Characteristics of Work 
 
This is senior level, professional work in developing national and international advertising programs to promote 
the Mississippi Development Authority and the State of Mississippi.  Incumbents develop concepts and copy 
for printed materials for advertisements and/or design and produce booklets, brochures and other printed 
materials for statewide and national distribution.  The work involves a greater degree of creativity and the 
production of documents for more sophisticated advertising campaigns than is required of the Associate 
Manager, Publications and Advertising.  Incumbents must possess excellent creative talent either in the field of 
writing or graphic design.  Considerable independent judgment and discretion are required.  Supervision is 
received from an administrative superior. 
 
Examples of Work 
 
Examples of work performed in this classification include, but are not limited to, the following: 
 
Develops copy and/or layout and design for all brochures, advertisements and promotional pieces for the 
Department. 
 
Writes copy for all Department brochures, including concept development, preliminary research, 
copyrighting and editing. 
 
Designs and produces visual aids for press conferences and other activities requiring display materials. 
 
Supervises the creation and production of collateral materials for the various divisions in the Department; 
works with Production Manager and artist to develop production schedule, assesses individual aspects of 
overall job/project to ensure quality control. 
 
Supervises contractual employees in the area of printing, film, layout and general production. 
 
Works with account executives and other creative staff on concept and design of various publications and 
prepares comprehensive designs. 
 
Performs related or similar duties as required or assigned. 
 
Essential Functions 
 
These essential functions include, but are not limited to, the following.  Additional essential 
functions may be identified and included by the hiring agency. 
 
1. Determines arrangement of art work and photographs and selects style and size of type, 

considering such factors as size of advertisement, design, layout, sketches and method or printing 
specified.   

 
2. Submits copy and typography instructions to printing firm or department for typesetting. 
 
3. Assigns personnel to monitor printed copy and illustration on final layouts, coordinating 

assignments with completion of art work to ensure that schedules are maintained. 
4. Examines layout proofs for quality of printing and conformance to layout. 
 
Minimum Qualifications 
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These minimum qualifications have been agreed upon by Subject Matter Experts (SME's) in this job class and 
are based upon a job analysis and the essential functions.  However, if a candidate believes he/she is qualified 
for the job although he/she does not have the minimum qualifications set forth below, he/she may request 
special consideration through substitution of related education and experience demonstrating the ability to 
perform the essential functions of positions.  Any request to substitute related education or experience for 
minimum qualifications must be addressed to the State Personnel Board in writing, identifying the related 
education and experience which demonstrates the candidate's ability to perform all essential functions of the 
position. 
 
Physical Requirements:  These physical requirements are not exhaustive and additional job related 
physical requirements may be added to these by individual agencies on an as needed basis.  Corrective 
devices may be used to meet physical requirements. 
 

Sedentary Work:  May occasionally walk or stand and/or occasionally move light objects, 
materials, etc. 

 
Vision:  Requires the ability to perceive the nature of objects by the eye.                   

Near Acuity:  Clarity of vision at 20 inches or less. 
Midrange:  Clarity of vision at distances of more than 20 inches and less than 20 feet. 

 
Motor Coordination:  While performing the duties of this job, the incumbent is frequently required 
to sit; use hands to finger, handle or feel objects, tools, or controls; and repeat wrist movements.  
The incumbent is occasionally required to stand or walk. 

 
Speaking/Hearing:  Ability to give and receive information through speaking and  listening skills. 

 
Experience/Educational Requirements: 
 

Education: 
A Master's Degree from an accredited four-year college or university in advertising, art, 
communications, English, graphic arts, journalism, marketing, photo journalism, public relations, or 
a related field.  

 
 AND 
 

Experience: 
Three (3) years of experience related to the above described duties. 

 
 OR 
 

Education: 
A Bachelor's Degree from an accredited four-year college or university in advertising, art, 
communications, English, graphic arts, journalism, marketing, photo journalism, public relations, or 
a related field.  

 
 AND 
 

Experience: 
Four (4) years of experience related to the above described duties. 

 
 OR 
 
 

Experience: 
One (1) year of experience as a DECD-Associate Manager, Publications and Advertising. 
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Interview Requirements 
 
Any candidate who is called to an agency for an interview must notify the interviewing agency in writing of 
any reasonable accommodation needed prior to the date of the interview. 


